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Data Collection Adjustments

DCDS Procedures Manual Section 10.4 - Equipment Tab

State of Michigan

Section 10.4 FUNCTIONS MENU
Employee Data Collection/Data Collection

Adjustments
Equipment Tab

Purpose This section provides the procedures for Timekeepers and Employees to adjust
use of equipment data by using the Equipment tab.  The Equipment tab
displays data as it was originally entered in Data Collection of time and/or
mileage reported for equipment while working for the State, including Vehicle
& Travel Services (VTS) pool cars.

Tab Equipment

Reminders 1. The Equipment tab is accessed through the Functions, Data Collection
Adjustment or Employee Data Collection items on the menu bar.

2. The Equipment Tab consists of two bottom tabs.  The Usage Entry bottom
tab is automatically activated when the Equipment tab is clicked.  The
Display bottom tab allows a user to view data after it has been entered and
saved.

3. The same rules apply to adjustments as when entering equipment usage data
(see Section 6.5).

4. Once adjustments to equipment usage data have been approved, data
regarding Vehicle & Travel Services (VTS) equipment usage is transmitted
to VTS.  Non-VTS equipment data is transmitted to FACS (Financial
Administration and Control System).  It is also available for inquiry and
reporting purposes.

References No Specific References
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Equipment Tab (Usage Entry Bottom Tab)

The following window is displayed when the selection criteria information has been entered and the
Equipment tab is selected.  The steps are described on the following pages.
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DCDS Input Procedures - Equipment Tab

Follow the steps below to adjust equipment information on the Equipment Usage Entry window.

Step Field Name Action

1 Modify Button To make modifications to equipment information, click on the Modify
button (this button is no longer active after this point).  A pop-up window
displays to notify the user that a new version will be created.  Click the OK
button to make changes to the information or click the Cancel button to
remove the window and cancel the action.  Enter appropriate changes to
equipment information.

2 Coding Block
Elements

To adjust the coding block elements, select the coding block elements from
the dropdown list for which equipment is being charged.

Note:  The coding block elements that are displayed on the window will
vary for each agency.  If the standard coding block is being charged, a ‘�’
displays in the Std field.  Because the standard distribution may be defined
as several different coding blocks, the coding block element fields will
display blank.  Employee’s standard coding block can be viewed by
selecting the Employee Info tab.

3 Std Displays a ‘�’ if the standard coding block is charged.

Note:  The coding block fields will be blank if time is reported to the
standard coding block.
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Equipment Tab

Step Field Name Action

4 Start Date Adjust the beginning date for equipment usage, if necessary

Note:  The date must be within the pay period.

5 End Date Adjust the end date for equipment usage, if necessary.

Note:  This date automatically defaults to the start date.  If entered, the date
must be within the pay period.

6 Equipment
No*

To adjust the equipment number, select the appropriate equipment number
from the dropdown list.  The equipment number uniquely identifies a piece
of equipment by FACS agency.

7 Hours Adjust the number of hours a particular piece of equipment was used, if
necessary.

8 Start Meter Enter any adjustments to the meter reading at the beginning of the period
for which usage is being entered.

Note:  If the Hours are not entered, the Start and End Meter fields are
required.

9 End Meter Enter any adjustments to the meter reading at the end of the period for
which usage is being entered.

10 Pers Miles Enter any adjustments to the number of personal miles used, if the mileage
reported is personal usage mileage.

11 Distrib button To view distribution detail for equipment, click the Distrib button on the
bottom of the window (see Section 11 for further information).

*indicates a required field that must be entered
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Step Field Name Action

12 Save button To save the adjustment, click on the Save button located at the bottom of
the window (or press Alt + S).  Once the information is saved, it can be
viewed by clicking on the Display bottom tab.

 When time or equipment adjustments are saved, the status column will
be blank on the Selection tab.  The adjustment may be modified
multiple times until it is submitted.  Once it is submitted, any changes
that need to be made must be done by selecting the Modify button.

 Saving adjustments will not submit it for approval.  If the adjustment
is ready to be submitted, go to the next step.

13 Submit button When the equipment adjustment is complete, click on the Submit button
located at the bottom of the window (or press Alt + M).  The following
pop-up window is displayed to verify that Equipment information is to be
submitted.  Click the OK button to submit equipment data or click the
Cancel button to remove the window and cancel the action.

 This button forwards completed adjustments for further processing.
Time and Equipment information cannot be submitted at the same
time.

 If errors or warnings have not been corrected, a message will display
to notify user that errors or warnings were found.  All errors must be
corrected before the adjustment can be processed (see Section 2.3 for
information on a specific error).

Continued
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Step Field Name Action

13 Submit button
(Continued)

 Once the OK button has been clicked on the Submit window, the
following pop-up window is displayed to allow the user to enter
comments regarding the adjustment.  This is a required entry.

 

Note:  If additional changes need to made after the adjustment is
submitted, click on the Modify button and repeat the procedure.  A new
version will be created for either time and/or equipment which overwrites
the previous version.  When changes are made to an adjustment that has
been submitted, the Save button will not display.  The information is saved
and submitted when the Submit button is selected.  The History tab
displays the time, date and User ID from which each version was created.

Adjustments that have been submitted will not be processed unless
they are approved using the DCDS on-line approval process.

14 Display bottom
tab

To view the equipment information, click the Display bottom tab.  This
information may be displayed before the adjustment is submitted.  See the
following page for further descriptions.

15 Close button Click on the Close button to exit the window (or press Alt + C).
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Display Bottom Tab

The following window is displayed when the equipment information has been saved and the Display
bottom tab is selected.  The fields displayed are described on the following page.
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Display Bottom Tab

The following information is displayed:

Field Name Description

Equip No The equipment number reported on the equipment usage entry window.

Start Date The beginning date for which usage was entered on the equipment usage entry
window.

End Date The ending date for which usage was entered on the equipment usage entry
window.

Hours The number of hours reported for each equipment number.

Start Meter The start meter reading on the piece of equipment for which usage was
entered on the equipment usage entry window.

End Meter The end meter reading on the piece of equipment for which usage was entered
on the equipment usage entry window.

Pers Miles The number of personal miles used if the mileage reported includes personal
usage mileage.

Coding Block
Elements

The coding block elements charged for each equipment number.

Note:  All coding block elements are displayed on the Inquiry windows for
each agency.  If the standard coding block is being used, a ‘�’ will display in
the Std field and the coding block element fields will be blank.

Std Displays a ‘�’ if the standard coding block is used.

Note:  The coding block fields will be blank if time is reported to the standard
coding block.
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